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PURSONNEL LIRECTOR .ILiZORANDUM NO. 29=53

SUBJECT: Persomnel Actions [nvolving Transfers To and From Unvouchered Funds

1, Effective 11 ilay 1953, personnel actioc involving transfers of Staff
fmployees to or from unvouchered funds, except a otherwise provided in the
fogIo§§ng paragraphs, will Le processed in the s§ne way that they would be
processed if no funds transfers were jnvolved, ife., as regular reassignment

hai r irade) dctions, Transfers to or from

25X1A

ment actlions.

2. The Requesting Office, when initiating personnel actions involving
transfers to or from unvouchered funds; will: .

o

a, FPrepare the SF-52 in ggg§§gg§§;g§%_in all cases, but otherwise
in accordance with existing instructions re ative to the particular action
involved (Promotion, Reassignment, etc.). In a“dition, type a notation
under Item A, Remarks, exactly as follows: nrransfer TO Unvouchered Funds

FROM Vouchered Funds" OR "Transfer TO Vouchered Funds 7ROl Unvouchered Tunds”,
as appropriate. Personnel actions of this type will be classified ncacret”,

b. Distribute the SF=52 as follows:

(1) Forward the Original and two carbons to PDO or PDC, as
appropriate.

(2) Retain one carbon copy in the Tiequesting Office.

_ 3, The Transactions and Records Rranches, when proceésing personmnel
actions involving transfers to or from unvouchergd funds, Aill:

a. 1In all cases, imme&iately upon receipt of the SF-52 from the
Requesting 2tTice, forward two copies to the Sscurity Office for con-
CUrTence.

b, In those cases in which the action is suwmitted in contemplation
of an employee's departure to an overseas location, initiate and forward
to the Medical 0ffice one copy of Form No. 37-115, Request for “ledical
Txamination, '

" e. In all cases, the SF-50, Wotification of Personnel Action, will

be used to effact the action. Items 8 through 12 applicable to the UN-
YOUJCHERED position will be omitted on coples %3 be ggsf?iﬁufﬁa to the Fiscal
and Budget Divisions, In Tieu thereof, the words UNVOUCHERID POSITION will

SECRET
Security Information

Approved For Release 2001/07/16 : CIA-RDP80-00679A000100020052-8



' ; SECRET
¥ Approved For Releasei2091/07/{@cﬂ’AtBDmm6$5M00100@9052-8
25X1A '

25X1A

The effective date
of the action will be prec y vhe 1 oarah and will be the day
on which the employee's transfer to the new payroll (V or UV, as the case may

ta) becomes effective. The day receding  the effective date of the action
will be the employee's last day on the old payToll.

d, TInclude on the SF-50, under Item 21, Remarks, the notation relative
to the transfer of funds appearing under Item A, Remarks, on the SF=52.

e. Classify all copies of the SF=50 "Secrei” {except CSC copy)o
£f. Distrivute the SF-50 as followss

Copy i Printed Designation TAstribution

1. Employee Copy (delete desi,nation) liachine Recoxds Branch

2. Payroll Copy Fiscal Div, via Budget Div.
3. . Civil Service Commission's Copy CSC File

Lo Personnel Folder Copy Personnel Folder

5 Chronological Journal File Copy Chrono File

6o Undesignated Copy . Budget Division

Te Undesignated Copy  Finance Division

&,  Undesignated Copy Destroy

i Pending revision of the nInstructions for Preparing and Processing
Standard Form 52, Request for pPersomnel Action," Transactions and Records
opanches should commnicate this information informally to Administrative and
Personnel Officers of operating offices. Extra copies of this liemorandum are
available for this purpose.

5. Thg above procedural chane has been concurred in by the ‘edical
Gffice, the Sacnrity nffice and the Comptroller. FOIADb3b
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